
At the conclusion of
this lesson, you will 
be able to:

❁ View Status for an Order.

❁ Describe how to authorize and 
release a purchase.

❁ Select and enter a method of
payment for an Order.

❁ Receive an Order in ECAT.
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7.1 View Order Status
Order Builders and Authorizers have visibility of the status of their orders. From the 
Product Search page, click the Status tab to display the Status page.
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7.1.1 Order Builder
The Status page displays the orders you have submitted and enables you to see if your
order has been rejected or released by the Order Authorizer. The status of each of your
orders is reported on the Status page as Requisition Awaiting Authorization,
Requisition Authorized, or Received. You can click the Order ID of an order to
access the Order Summary Page, where 
you can get more specific information 
about the order.

Click the Order ID of 
an order to access the 
Order Summary
Page, where you can
view more specific
information about
the order.
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The Order Summary page provides Supplier, Delivery Order, Ship To, and
Requisition information. You can scroll to the bottom of the page to view more 
information. Click the link in the Status column to view the History For Order page.
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The History for Order page allows you
to follow the progression of your order from
start to finish.
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7.1.2 Order Authorizer
After an Order Builder submits an order,
the order is stored in a cache where it
remains until reviewed by an Authorizer,
who can reject or release (accept) the 
order. From the Product Search page, 
click the Status tab to display the Status
page, where you can view orders for 
which you have Authorizer responsibilities.
Orders that are awaiting approval are 
shaded in red. 

To ensure that
orders are
released in 
timely manner, 
an Authorizer
should log onto
ECAT routinely
and review the
Status page.
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7.2 Release or Reject an Order
To begin the process of Releasing or
Rejecting an Order, first click the Order ID.
This will take you to the Authorize Order
Page.The top of the Authorize Order
page displays information about the order
you will be rejecting or releasing (accepting).
The information listed is the same as that 
displayed on the Order Summary page,
discussed in Section 7.1.1. Scroll to the 
bottom of the page to reject or accept 
the order.
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The bottom of the Authorize Order page 
displays the line items contained in the
order that is highlighted on this page. 
Scroll down on this page to display and
review the line item information.

It is possible that you, as an Authorizer,
could have more than one line item per
order to review. To choose the line item you
want to work with, click the Selected
action checkbox to the left of the line item at
the bottom of the page.

Once you have decided to release 
(accept) or reject the line item, click on 
the appropriate button.
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After clicking either the Accept or Reject button, click the
Submit button to finalize your decision. This action will open the
Authorize Purchase window and send any rejected items back 
to the Order Builder. If all items in the order were accepted, then the
process can proceed. However, if you had decided to reject certain
items or the entire order, you have more options. Before clicking 
submit, you could have added a comment to the rejected items, 
as described in Section 7.2.2.1. When an order is accepted, the order

line will be shaded green. If rejected,
the order line will be red.

Submit
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7.2.2.1 Add Order Line Comment
If you reject any items in your order, once you click the Reject button the item(s) you reject
will be highlighted in red. You will have the opportunity to comment on why you rejected the
items. This comment will be sent back to the Order Builder along with the rejected items. 
To add an Order Comment, select a line using the Action checkbox, click the Add Order
Line Comment button, which will open the Add Order Line Comment page, 
type your comment in the box, and click the Save button.
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This action will return you to the Authorize
Order page. Notice that your comment has
been added to the line item, along with your
name and the time you added the comment.
Remember to click the Submit button to
complete your rejection of the line item.

Your Comment
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7.2.2.2 Return to Originator
If you, as an Order Authorizer, decide you want to reject an entire
order, you can send it back to the Order Builder’s Cart by using the
Return to Originator feature on the Authorize Order page.

When you return an order, you might decide that you want to attach
a comment to the Order Builder explaining your reasons for returning
the order to him/her. To do this, you can enter an Order Comment in
the Order Comment field and then click the Save Order
Comment button to save the comment.

Click the Return to Originator button at the bottom of the screen
to return the order to the Order Builder who submitted it.
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When the Order Builder who submitted the returned order checks his/her Status page,
he/she will find the returned order with the words “Returned to Cart” in the Status Column. 
If the Order Authorizer attached an Order Comment to the returned order, there will be a
paper icon in the Order ID field next to the Order ID number. The Order Builder can view
the comment by clicking this icon. Please be sure to click the icon to view the order 
comment, not the order ID number itself.
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7.3 Select Order Payment
Depending on how your profile was set up when you initially established your ECAT
account, you may next be required to select your method of payment and enter your 
Bill to Dodaac on the Authorize Purchase page. If you specified this information when
your account was created, then you will not see this page, and instead will go directly to 
the next page.

If you did not specify this information when you created your account, then after accepting
an order and finalizing it by clicking on the Submit button at the bottom of the Authorize
Order page, you, as the Order Authorizer, must now determine method of payment. This is
done by selecting an option in the Select Payment Method drop-down box on the
Authorize Purchase page.

After choosing your method of payment, you should enter 
in the Bill to Dodaac box the Dodaac to which the order will 
be billed.

When you are finished, click the Submit button to complete
the transaction.
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7.4 Order Receipt
Those users with Order Receipt capabilities will have access to the Admin Options page.
If you do not see this option and would like it added to your user profile, please contact the
ECAT Help Desk (Appendix C) for assistance. Click the Order Receipt link to proceed to
the Order Receipt page.
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After a shipment of items is received, certain ordering activities will want to indicate in ECAT
that they have received part or all of the items in the delivery order. ECAT calls this the
Order Receipt functionality, and only users designated as Receipt Personnel will have
access to it.

To access this page, click the Order Receipt link on the Admin Options page that is 
displayed when you first log in to the application or when you click the Admin Options tab
from anywhere in the application. The Order Receipt page is where you will enter the 
delivery order number of the shipment you wish to mark items for.

❁ Enter the Delivery Order Number (DO) and press Find.

OR

❁ Click the appropriate Delivery Order number in the 
Delivery Order Number view box.
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Once you have selected the delivery order you wish to view, the Order Receipt
Comments page will open.

Using the comment field at the top of the page, enter comments about the entire order, 
or using the comments field in the middle of the page, enter comments about an individual
product within the order. Click the Received checkbox to mark which items in the order
were received in each shipment. To mark the entire order as Received, click the Receive 
All button at the bottom center of the page.

Received checkbox

Receive all button

Comment Fields
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Once you have marked all the items you wish to mark and entered all of your comments,
click the Save button at the bottom of the Order Receipts Comments page to save your
work. Notice that the application has moved your comments into the gray area above the
comments field.

When you are through entering comments, click the Done button to return to the Order
Receipts page. To return to the Administrative Options page, click the Admin Options tab 
at the top of the page.

Saved comments

Save button Done button
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1. How do you view the status of an order?
a. Click the link in the Status column on the Order Summary page
b. Click the Status tab to display the Status page
c. Call the ECAT Help Desk
d. Click the Order ID of an order

2. If you were an Order Builder, what would the Status Page display?
a. Orders you have submitted and whether your order has been rejected or released by the Order Authorizer
b. More specific and detailed information about the contents of your order
c. A table that enables you to follow the progression of your order from start to finish
d. Supplier, Delivery Order, Ship To, and Requisition information

3. If you were an Order Authorizer, what would the Status Page display?
a. More specific and detailed information about the contents of the order
b. A table that allows you to follow the progression of your order from start to finish 
c. Orders submitted by an Order Builder for which you have Authorizer responsibilities
d. Orders you have submitted and whether your order has been rejected or released by the Order Authorizer

4. What step or steps would an Order Authorizer take to release line items in an order?
a. Click the Order ID on the Status page, click the Action checkbox next to the items he or she wants to 

accept, and then click the Accept button
b. Click the Order ID on the Order Summary page
c. Click the Order ID on the Status page, and then click the Status column on the Order Summary Page
d. Click the Order ID on the Status Page, and then click the Accept button

Lesson 7 Questions

Below are a few questions designed to reinforce the material presented in the preceding lesson.  
Please take a few minutes to carefully read and answer them.  The answers can be found in Appendix F.
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5. What action results when the Order Authorizer clicks the Submit button on the 
Authorize Order page?
a. The line item is returned to the Order Builder who submitted it
b. The Add Order Line Comment page appears
c. The bottom of the Authorize Order page displays the line items contained in the order
d. The Authorize Purchase window opens

6. What two pieces of information might the Order Authorizer need to enter on the 
Authorize Purchase page if they were not specified when the account was created?
a. The method of payment and the name of the facility
b. The method of payment and the Bill to DoDAAC
c. The name of the facility and the Bill to DoDAAC
d. None of the above

7. What action does the Order Authorizer perform to complete the transaction after 
authorizing a purchase?
a. Click the Return to Originator button
b. Click the Submit button
c. Click the Status tab 
d. Click the Order ID of an order

8. Why would the Order Authorizer want to add an Order Comment?
a. To notify the Order Builder on the status of the items
b. To send comments to the Order Builder on why the items were accepted
c. To notify the Order Builder that the items were released
d. To send comments to the Order Builder on why the items were rejected

Lesson 7 Questions
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9. How would the Order Authorizer add an Order Comment?
a. Click the Add Order Line Comment button, type in the comment in the box, and click the Save button
b. Select a line using the Action checkbox, click the Add Order Line Comment button, type in the comment in

the box, and click the Save button
c. Select a line using the Action checkbox, type in the comment in the box, and click the Save button 
d. Click the Order Comment button, type in the comment in the box, and click the Submit button

10.Once a shipment of items is received, what do Receipt Personnel indicate 
using the Order Receipt functionality?
a. That they have received part or all of the items in the delivery order
b. The ordering facility that they represent
c. Their DoDAAC
d. Whether they have access to the Admin Options page

11.What happens when the Receipt Personnel have selected the delivery order they 
wish to view?
a. The Authorize Purchase page will open
b. The Order Receipt page will open
c. The Order Receipt Comments page will open
d. The Administrative Options page will open

Lesson 7 Questions


